Kentucky Agency for
Substance Abuse PO“W
O

Completing the Grants
Adjustment Notice (GAN)




What is the

Grant Adjustment Notice (GAN)
O

Method to Request Modifications to an Award

% Budget Modifications - i.e. reallocation of funds, etc.

% Board Membership changes — including contact info

* Officers and/or Coordinator change - including contact info

* Workplan and/or Timeline modifications




When to Prepare the
Grant Adjustment Notice (GAN)

O

* Any time throughout the grant period when changes
occur.

% You do not need to wait until reporting to complete a GAN

EXAMPLES

1. Three months into the grant the board secures an additional $500 funding
to help pay for curriculum for the local school system. Originally the board
had budgeted $1,000 for this purchase. With the additional funding the
board can request a GAN to move the $500 to another area. Once the board
has decided to move the funds it needs to immediately submit the GAN for
state approval for the movement.

2. Midway through the grant cycle the chairperson resigns and a new
chairperson is appointed. The board should immediately submit the GAN
so that the application can be modified and the state’s records can be kept
up-to-date!




STEP I

Login — www.kyjusticegms.com

information.

in state government,

With close to 8,000 employees, the Kentucky Justice and Public Safety Cabinet (JPSC) is the second largest agency

It is the state entity responsible for criminal justice services which encompass law enforcement and training;
prevention-education and treatment involving substance abuse; adult and juvenile incarceration; autopsies, death
certifications and toxicology analyses; special investigations; paroling of eligible convicted felons; and long range

7\

Walcome to the Kentucky Justice and Public Safety Cabinet's Electronic Grants Management System. This system B LocIN
was designed to help both grant applicants and staff to more effectively organize and manage grant related o

Username

Password

LOGIN

Mew I 1ser? Forgot Password?

planning and recommendations on statewide criminal justice reform issues,

A5 a national leader in criminal justice, the Justice and Public Safety Cabinet's vision is to continuously improve

public safety and the guality of life,

HELP:

For general assistance with this site, program related questions or help obtaining a username/password please call

your grant adrministering agency listed below:
Flease view our Gaining Access Training Video

Grants Management Branch, Office of the Secretary
Office of Drug Control Policy, Office of the Secretary
Department of Juvenile Justice

Department of Corrections
Kentucky State Police
Kentucky wvehicle Enforcement

Please click here to review the system reguirements.

{502) 564-3251

(502 S64-9564

{502} 573-2738, Ext. 303 - Title II
(502) 573-2738, Ext. 480 - JABG
(502) 429-7725 - Title W

{502) 564-7290

{502) 695-6300

(502) 564-3276

Powered by IntelliGrants

& Copyright 2000-2007 Agate Software, Inc.

Login here




STEP I

Open Application

Use

Main Menu

MY INFORMATION

By pocumENTS
Use the tree system below to view all your documents associated with 2 Name Your name here
particular display filker. Selecting the '+ will expand the view under each Title Title
folder. Use the drop-down box to filter your documents, Address
Show Address Phone

. E-mail
My Active Documents v [G0] Phone Number  ysermame

Email Address

D Agency for Substance Abuse Policy Grant

g D ASAP-Local County-00025 Username

' . . iew/Edit My Information
E] Comrunity Corrections Grant 2009 ! L
@ Create New Community Corrections Grant 2009 MY ORGANIZATIONS
s YSTEM INFORMATION Nome [Rale : __[Accounts
Your Board's Name Agency Authorized Official View
7] System Administrative Links
=0 BB MY MESSAGES

B Training Videos
D Proposal Cormnpletion & Submission

Click here

Recent Unread System Messages

i 5.9 Adding Users FIag|Suhiect |[;.‘-.,‘JE
BD Manuals Message 2/23/2009 2:45:10 PM
D Subgrantee User Guide view all system Messages

= Copyright 2000-2007 Agate Software, Inc.

Powerad by Intelli Grants




STEP Il

Open the GAN

Main Menu | Proposal Menu

e INFORMATION

Organization: * Your Board’s Information
Office of Drug Control Policy -

ASAP:

Status:

Due:

Period: FALZ008 to 6/30,/2009

| ADD NOTE ]

e MANAGEMENT ACTIVITIES

EI Training “Yideas
ﬁ Proposal Completion & Subriission

15 Adding Users

15 Manuals

=] administrative Links
adds/Edit Organizations
ASdds/Edit People

Zheck for Errors

Status History
Date Modification Request

Wiew Modification History

Docurment Swvailability

Manage Review Process
Miews Full PDF

s RELATED ITEMS

=-Substance Abuse Financial Reports - ASAP

EPOEEEONR

foAgency for Substance Abuse Policy - Financial Reports 2008

=

Office of Drug Contol Policy -

Your Board’s Information

Seneral Information {13

wContact Information {17

LLArea Served (1%
T ertifications (17

nstructions/Guidelines

Terms & Conditions (17
Suidelines (17

=-Budget

Personnel & Fringe {17

General Supplies {13

Travel & Training (13

.Eguiprnent (13

Dther (17

~Mini Grant Programs {if applicable) {17

Ewvaluation {173
.Direct Program Cost {13
Doccupancy Rent Cost {17

Budget Surmmary (13
Budget Marrative {13

.Pro

=-Board Membership List (1)

Permanent Board Mermbers {13

posal Marrative {173

Srant adjustrnent Motices (GAakM)

=-application Comments

Loattachments

Lavward Binders

Sveard Binder (13

Sak Adjustmment Motice Request (13




STEP IV
Completing the GAN

(Budget Modification Request)

Created By: Andrews PC, Amy on 10024/2008 9:04:58 AM
GAN ADJUSTMENT NOTICE REQUEST

\
Example
in your RFP vyou requested i

$3,000 in personnel, however you
= You may click the ADD button to fill out additonal GAN Request pages.

- You may refurm to your application forms list by clicking the Office of the Secretary GME Menu Only need_ed $1700 The board
tab at the top of yvour screen. Or hold your mouse over the tab and you will see a drop dowsa St also decided o pu rchase a
Mowve your mouse over the page you want to go to; when yvour cursor changes to a hal select it y

= When you are finished filling out this page, please click SAYE. You must SAVE before priscesding computer fOl’ the board S use. YOU

or you will lose data. need to reduce the personnel
category by $1300 and add $1300
to the eguipment category under
e administration column.

Instructions
Required fields are marked with an .

Grant Period Extension Request

Requested Grant Period: I To

Budget Revision Request

Freventon Treatment Enforcement Admin. Total Reised wine]
=
Eersonnel $3,000.00 | -13@Q\
General $6,762.00 $6,762.00
Travel & $1,338.00 $1,338.00 |
Training I I | I
Eguipment =
INCrea |
Other
|
Wiri Grant | $5,500.00 $5,500.00 | | | | |
I Ewaluation
| | | | |




STEP IV

Completing the GAN (continued)
Budget Modification Request

Mew Proposed Budget

Prevention Treatment Enforcement Admin. Total
Personnel &
Fringe
General
Supplies i ]
Travel & This box will
Training -
e automatically complete
Other once you click on the
i Srant save button at the bottom
rograms
Evaluation of the page

Direct
Program Cost
Occupancy
Rent Cost

Total




STEP IV

Completing the GAN (continued)
Other changes

- Enter any officer | @

changes here Other Change Request

Change of Officials(s)
Request
Board Chairperson

Enter other changes here —

S O o creirsname such as Board Membership

Board Coordinator Changes |
4] | -

Jane Doe New coordinator’s name . .

Board Coordinator | Justification for Change(s)

Fiscal Agent -
— EXAMPLE ]
James Doe New Fiscal Agent's name ]

Personnel Costs of $1300 were not needed
Any County Health Department I because of additional funding source. The board

YOU MUST has voted to use this $1300 to purchase a new
computer and accessories to replace a =
CLICK THE 4 |ngnfunctional computer. _I-|

SAVE ‘EHVE‘AM|MEE‘VHH}F| 5




ST

EP IV

Completing the GAN (continued)

Required

Information

Justification for Change(s_}

EXAMPLE

Personnel Costs of $1300 were not needed
because of additional funding source. The board
has voted to use this $1300 to purchase a new
computer and accessories to replace a

l:llfjnlfunctional computer.

If you fail to complete the
Justification for Change
field before you click the
“Save” button — you will
receive this message

Red * means

this field must
be completed

Tou are here: > Grant Adjustment Notices [GAR)
GAN ADJUSTMENT NOTICE REGUEST

Please enter all required fields

FEnurE!

= You may i I’thnlDDhuﬂn Dclﬁll I.lt additonal GAN Raguest pages

Yau a!’mh.rnl: 0 your apalcation forms kst by dicking the D"hmn‘th Egoetary &7 GRE Mani

t the= top of waur =creen. Erh:l ynurmm:euvermetabmnmumls::adlupm It
anges £ s hand, 5 Ien_lr_

.
Tﬂ
AL MUz ove I:h nau -vuuwmltn
ot this pag) mu EQ-MIEb fare proce=ding

WH! m s mre firi h-=d
oF i Wil se data

o to
pleaze o LG!\'E You

ant Pariod Extansion Roguast

Requested Grant




STEPV
Submitting the GAN

% KENTUCKY

2. Click the ODCP —
ASAP Menu button (SR (omica of Drug Contral Policy - 4549 Nenu »| [Ralatad pages »
to return to the View por

previous page | The InTorwation has basn aved.

Craated By andrevs PC, Amy o 2/24/2009 1:53:19 FM
Lask Modified By: Andrews PC, &my on 2242000 2:22:26 PM

You &g here: = Geant Adjustment Nobcas (Gak)

The information has been saved

« Rmquired fields ae marked wkhan *,

1. After all = fou iy clik the ADD butbon to fill out 2dditona GAN REQUest panes,
- ® 0L may rabum o vour application forms list by cicking the Office of the Secretary 367 GMBE Manu
= = 1ah at the top of your soreen, Or khold wour mausa over tha tab and you will see a deog down st
req ul red fl e I dS MO pOUr MOUE3 CYer tha page vou want o go ba; whan your cwrsor changas 1o 3 hand, saled; it.

» hen you are fnizhed filing aut this page, please did: SAVE. You must SAVE before proc=eding

have been o yau will Inza data,
completed and the
“Save” button has
been clicked........

Grant Perind Extensien Regquest

Requested Grant
Period: L




STEP V

mitting the GAN (continued)

KENTUCKY Your Board’s Information

aan,
Hain Manw | Propossl Hena

Main Henua F

R INFORMATION
, . G I Enformation [1]
argandzation Your Board'’s Information Sharal Thbarinshen
' Contack Infornation (10
Office of Drug Cemntrsl Policy -
ASAP: -M&M .
Chatus: -Certifications (11
D L Instructions/ Guidelines
Perind: i_Ttrms E Conditions (1]
| EMOW HOTEE [3) | LGuldeings 1]
_Budge=t
B STATUS MANASEMENT = L .
next Possible Statuses: |_eneral sugelies (11
| @A Justification Submittsd "f_ L An
L Equiprmare 1)

Click on the Change
Status Button




STEPV
Submitting the GAN (continued)

e KENTUCKY

fain Hery b |J.r|il:lr\-s L |".\+F|a:! of Drug Conkrol Folicy - 4580 ey b

Bre pou sUre you wish to make a GoN requasty

If wou veould Bke te include notes about this status change, please supply then belove,

0 of 2000

1ACREE |[ 10D MOT ACREE

Click the “ I Agree Button”

| Your Board’s Information

GAN Request
Completed!




STEP VI

GAN Approval
O

* The KY-ASAP State Coordinator will receive a system
e-mail that a GAN has been submitted

% The submitted GAN will be reviewed and if approved the
status of the application will be changed to “GAN In
Process” — that will open the application and allow you to
make all the changes that were requested/approved on
the appropriate forms.

% All Agency Authorized Officials will receive an e-mail
that says that the GAN has been approved and will
instruct you to log-in and make the changes




STEP VII

Making Approved Changes
Login — www.Kyjusticegms.com

information.

in state government,

With close to 8,000 employees, the Kentucky Justice and Public Safety Cabinet (JPSC) is the second largest agency

It is the state entity responsible for criminal justice services which encompass law enforcement and training;
prevention-education and treatment involving substance abuse; adult and juvenile incarceration; autopsies, death
certifications and toxicology analyses; special investigations; paroling of eligible convicted felons; and long range

7\

Walcome to the Kentucky Justice and Public Safety Cabinet's Electronic Grants Management System. This system B LocIN
was designed to help both grant applicants and staff to more effectively organize and manage grant related o

Username

Password

LOGIN

Mew I 1ser? Forgot Password?

planning and recommendations on statewide criminal justice reform issues,

A5 a national leader in criminal justice, the Justice and Public Safety Cabinet's vision is to continuously improve

public safety and the guality of life,

HELP:

For general assistance with this site, program related questions or help obtaining a username/password please call

your grant adrministering agency listed below:
Flease view our Gaining Access Training Video

Grants Management Branch, Office of the Secretary
Office of Drug Control Policy, Office of the Secretary
Department of Juvenile Justice

Department of Corrections
Kentucky State Police
Kentucky wvehicle Enforcement

Please click here to review the system reguirements.

{502) 564-3251

(502 S64-9564

{502} 573-2738, Ext. 303 - Title II
(502) 573-2738, Ext. 480 - JABG
(502) 429-7725 - Title W

{502) 564-7290

{502) 695-6300

(502) 564-3276

Powered by IntelliGrants

& Copyright 2000-2007 Agate Software, Inc.

Login here




STEP VIII

Open Application

Use

Main Menu

MY INFORMATION

By pocumENTS
Use the tree system below to view all your documents associated with 2 Name Your name here
particular display filker. Selecting the '+ will expand the view under each Title Title
folder. Use the drop-down box to filter your documents, Address
Show Address Phone

. E-mail
My Active Documents v [G0] Phone Number  ysermame

Email Address

D Agency for Substance Abuse Policy Grant

g D ASAP-Local County-00025 Username

' . . iew/Edit My Information
E] Comrunity Corrections Grant 2009 ! L
@ Create New Community Corrections Grant 2009 MY ORGANIZATIONS
s YSTEM INFORMATION Nome [Rale : __[Accounts
Your Board's Name Agency Authorized Official View
7] System Administrative Links
=0 BB MY MESSAGES

B Training Videos
D Proposal Cormnpletion & Submission

Click here

Recent Unread System Messages

i 5.9 Adding Users FIag|Suhiect |[;.‘-.,‘JE
BD Manuals Message 2/23/2009 2:45:10 PM
D Subgrantee User Guide view all system Messages

= Copyright 2000-2007 Agate Software, Inc.

Powerad by Intelli Grants




STEP IX
Open & Update

Appropriate Forms

Office of Drug Contol Policy -

Your Board’s Information

Main Menu | Proposal Menu

e INFORMATION

=

Seneral Information {13

Organization: 1 ! i
a " Your Board’s Information [ ———————
Office of Drug Control Policy - 3
ASAP: Lhreas Serwved (17 EXAMPLE
Status: -Certifications (13
Due: =-Instructions /Guidelines GAN approved to
Period: FA/2008 to 6/30,/2002

P Sl reduce Personnel Costs
ADD NOTE - uidelines N
l- = MANAGEMENT ACTIVITIES =, Budast _ by $1300 & increase
.Personnel & Fringe {1 eql_“pment by $1300

EI" Training Yideos Seneral Supplies {17
i 1. Proposal Completion & Subrmission Travel & Training (17
15 Adding Users Eauiprment €17
15 Manuals LDther (17
1 Subgrantee User Guide .Mini Grant Programs {if applicable) (17
=-F7] Administrative Links .Ewvaluation (13
% Aadds/EdiE Organizations .Direct Program Cost {13
@ Aadd /Edit People Dcocupancy Rent Cost (13
A0 Check for Errars .Budget Surmmary (13
..l Status History .Budget Marrative {13
E] Date Maodification RPequest =-Board Membership List (1)
i Miew Modification History i Permanent Board Members (1)
Docurment Swvailability Proposal Marrative (173
;&. Manage Review Process Attachrments
é Miews Full PDF Lavward Binders

oaward Binder (13
G rant aAdjustment Motices (GAR)
i.Ean adjustrnent Motice Reguest 17

Aagency for Substance Abuse Policy - Financial Reports 2008 =-application Comments
I ——

s RELATED ITEMS

=-Substance Abuse Financial Reports - ASAP




STEP IX
Open & Update

Appropriate FOrms (continued)

ENTUCKY

3. Click on the ODCP

— ASAP menu
button to retu rn to LastMadihe Kour Board Information

the previous page [ —

Instructioss

Office of Cyug Corkral Palicy - ADAF Manu b| |Relsted Pages b

= Required figids are marked wih an *
. wour Soplieation forms IIst by chokdng the Office of Crug € ontrol Poley - ASAR Manu
¢ serEan, Or Fald pour mausa aver the tab and you will sea @ drog down lise,

S . —————— 1. Enter the new Approved
Amount here - $1,700.00

* any s art= and graphes can b o=
« If Fersonnel expenditures are not required/relevant, do rot fi infarmation. This pags is not redu

Farsonnsl - Funding sustainabilty must e detziled in the Budost Narat e,

=

Hame Personnel - Name

*

Posis il -
ositian Tt Personnel - Title

Salary Change to - $1,700
et sk This field will update

Will automatically update with Save

automatically after you click
e “Save” button

Total Salacy & Fring

[ RELATED PAGES

2 « Click Here




STEP IX
Open & Update

Appropriate FOrms (continued)

i r3 ontrol Policy - , .
(EXArE AP BT (B il Your Board’s Information

Main Menu | Proposal Menu

g INFORMATIONMN

=

.Seneral Information {173

Organization: Your Board’s Information -
) ; L ontact Informmation (17
i);f‘;lt'::e: of Drug Control Policy - [T —— EXAMPLE
Status: . Certifications {173
Due: & Instructions/Guidelines GAN approved to
Period: 7/1/2008 to 6/30/2009 T R Senditins (13 reduce Personnel Costs
| ADD MOTE | LSGuidelines {173

st e Dig 51300 & Increase
N equipment by $1300

=-iZf Training Wideos Seneral Supplies (17

15 Proposal Completion 2 Submission Travel & Trainin
17 Aadding Users .Equipment {17

=15 mManuals Dther (17
LY Subgrantee User Guide _Mini Grant Programs (if applicable) {173
] Administrative Links .Evaluation (1%
‘%ﬂ AddAsEdit Organizations .Direct Programn Cost {173
@ addsEdit People Dccupancy Rent Cost {17
I checlk for Errars _Budaet Surmmary (17
..l Status History .Budget Marrative (113
E Date Modification Reguest =-Board Membership List (1)
] Miew Modification History i Permanent Board Members {17
Document Availability .Proposal Marrative {13
;&. Manage Review Process oattachonents
é WMiew Full PDF =-award Binders

ebward Binder {13
Srant adjustrment Maotices (Sak)
i.GAMN Adjustment Motice Reguest (17
oAagency for Substance Abuse Policy - Financial Reports 2005 =-applhication Comments

B RELATED ITEMS

=-Substance Abuse Financial Reports - ASAP




STEP IX
Open & Update

Appropriate FOrms (continued)

3 . Click on the ODCP — ASAP menu
button to return to the previous
page

entify each item of equipment. Funds may not be used for construction of new buildings or extensive

iop® of existing buildings. General office equipment {e2.g. computers, printers) is allowable. Provide the
methodology used to arrive at proposed costs in the budget narrative (e.g., historical costs, competitive bid, published
price or cost analysis), basis of computation (e.g., item multiplied by number of items) and cost

1. Enter the new Approved Expenditure Laptop&acces. [ 1 | , | EonlE
here - $1,300.00 [ I I l | | |
| | | | | | |
[ | | | | | |
[ | | | | | |
| | | | | | |
[ | | | | | |
[ | | | | | |
[ | | | | | |
This field will update automatically ' R : | R
. @ - Total Total will automatically update once the “save” button is clicked!
after you click the “Save” button .

‘ 2. Click Here ~



STEP X
Submit Changes

Click on the Change
Status Button

Main Menu | Proposal Menu

s INFORMATION

Organization: Your Board'’s AP
Office of Drug Control Policy - IR SO 5
ASAP:

Status:

Due: .

Period: 7/1/2008 to 6/30/2009

s STATUS MANAGEMENT

Mext Possible Statuses:
GaN Subrnitte dIRE

Your Board’s Information

-.eneral Information (1)
..Contact Inforrnation (1)
Area Served (1)

. Cerifications (13

- Instructions/Guidelines
.Jerms & Conditions (1)
.Guidelines {1}
-Budget

Personnel & Fringe (1)
..General Supplies (1)
Travel & Training (1}

. Equiprnent (1}




STEP X
Submit Changes (continued)

KENMTUCKY

fain Hery b |J.r|il:lr\-s L |".\+F|a:! of Drug Conkrol Folicy - 4580 ey b

Bre pou sUre you wish to make a GoN requasty

If wou veould Bke te include notes about this status change, please supply then belove,

0 of 2000

1 ACREE ||

LoD HOT ACREE

Click the “ I Agree Button”

Modification

Completed!




STEP Xl

Adjustment Approval
O

* The KY-ASAP State Coordinator will receive a system
e-mail that a GAN Modification has been submitted

% The submitted GAN will be reviewed and compared to

the GAN request (Steps 111 - 1V) if everything is accurate
the status of the application will be changed to “Award
Approved”.

% All Agency Authorized Officials will receive an e-mail
that says that the GAN has been approved and will
Instruct you to log-in and make the changes




Kentucky Agency for
Substance Abuse Policy

Questions?

Contact State Coordinator Amy Andrews
502-564-8293 or amy.andrews@ky.gov

O

KY-ASAP

Kentucky Agency for Substance Abuse Policy




